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INDEPENDENT ACCOUNTANT'S REPORT 
 
 

TO:  THE OFFICIALS OF DEPARTMENT OF WORKFORCE DEVELOPMENT 
 
 
 We have reviewed the receipts, disbursements, and assets of the Department of Workforce Develop-
ment for the period of July 1, 2004 to January 31, 2007.  Department of Workforce Development's manage-
ment is responsible for the receipts, disbursements, and assets. 
 
 Our review was conducted in accordance with attestation standards established by the American 
Institute of Certified Public Accountants.  A review is substantially less in scope than an examination, the 
objective of which is the expression of an opinion on the receipts, disbursements, and assets.  Accordingly, we 
do not express such an opinion. 
 
 Financial transactions of this office are included in the scope of our audits of the State of Indiana as 
reflected in the Indiana Comprehensive Annual Financial Reports. 
 
 Based on our review, nothing came to our attention that caused us to believe that the receipts, dis-
bursements, and assets of the Department of Workforce Development are not in all material respects in con-
formity with the criteria set forth in the Accounting and Uniform Compliance Guidelines Manual for State 
Agencies, and applicable laws and regulations except as stated in the review comments. 
 

STATE BOARD OF ACCOUNTS 
 
March 15, 2007 
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DEPARTMENT OF WORKFORCE DEVELOPMENT 
REVIEW COMMENTS 

January 2007 
 
 

ATTENDANCE REPORTS 
 

As stated in the previous Report B24675, we observed that employee attendance reports were fre-
quently signed and dated prior to the last day worked.  We also observed that attendance reports were 
approved by their supervisor before the employees' signature. 
 

Employee attendance reports should not be signed, dated or approved prior to the last day worked in 
a pay period.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 9) 

 
After being completed by the employee, the attendance report should be reviewed, signed, and dated 

by the immediate supervisor of the employee, or by another designated individual who has knowledge of the 
employee's attendance.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 
9) 

 
 

AUTOMATED ATTENDANCE REPORTS 
 
 The Department of Workforce Development (DWD) started using the Time and Labor module within 
PeopleSoft in January 2006, to account for their payroll transactions.  One of the features within the Time and 
Labor is an automated attendance report.  Beginning in April 2006, DWD stopped printing paper attendance 
reports for signatures by employees and approvals by supervisors as part of the payroll approval process.  The 
employees' certification of their time and the approvals by their supervisors is now performed through the com-
puter.  The State Board of Accounts has not approved the use of paperless attendance reports due to various 
internal control issues.  
 

Every employee must submit an attendance report for each pay period.  The attendance report is to 
be completed accurately, and be signed and dated by the employee.  After being completed by the employee, 
the attendance report should be reviewed, signed, and dated by the immediate supervisor of the employee, or 
by another designated individual who has knowledge of the employee's attendance.  The review should be 
done prior to submission of payroll to the Auditor's Office.  If a different procedure is needed, contact the State 
Board of Accounts for assistance and approval.  (Accounting and Uniform Compliance Guidelines Manual for 
State Agencies, Chapter 9) 
 
 
PERSONAL LONG DISTANCE PHONE CALLS 
 

It has been the practice of the Department of Workforce Development to allow employees to make 
personal long distance telephone calls on the agency's telephones.  Each month, employees are to review 
telephone bills, identify their personal calls, and present a check or cash to the agency for payment. 
 

Personal long distance calls are not allowed to be charged to the State or placed over the State tele-
phone network.  Such calls should be charged to the employee's home phone, personal calling card, or placed 
collect.  Agencies should review monthly telephone billings for indication of charges for personal calls.  If an 
agency discovers that personal calls have been placed, reimbursement must be sought for the charges 
incurred and the employee should be instructed not to charge additional long distance calls on the state net-
work.  (Accounting and Uniform Compliance Guidelines Manual for State Agencies, Chapter 5) 
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DEPARTMENT OF WORKFORCE DEVELOPMENT 
EXIT CONFERENCE 

 
 

 The contents of this report were discussed on March 15, 2007, with Scott Sanders, Deputy 
Commissioner/CFO; Monty Combs, former Deputy Commissioner/CFO; and Sharleen Daniel, Director of 
Analysis and Reconciliation.  The official response has been made a part of this report and may be found on 
pages 6 through 10. 

 














